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MEMORANDUM

TO: All Managers and Supervisors

FROM: Cindy Francisco
Safety Coordinator

DATE: February 23, 2001

SUBJECT: SAFETY MEETING IDEAS -- FEBRUARY 2001
                                                                                                                                                

Suggested issues to discuss during your next meeting are:

1. Who's the Emergency Action Coordinator for Your Building?

During an emergency, the Emergency Action Coordinator takes charge during an
evacuation and establishes a Command Center.  Other emergency team members
perform their tasks and evacuate as quickly as possible.   The Emergency Action
Coordinator works with the Fire Department and law enforcement authorities to
locate the problem and determine when employees can return to their worksite.
These Emergency Action Coordinators are:

Sacramento
1001 I Street - Thomas Property Management
1309 T Street - Hieu Le
1900 14th Street - Cindy Castronovo
1301 V Street - Gary Zimmerman
2130 V Street - Al Arnone

El Monte
9528 Telstar Ave (HSL) - Raphael Susnowitz
9480 Telstar (Annex 1) - Greg Binder
9500 Telstar (Annex 2) - Michael Carter
9530 Telstar (Annex 4) - John Urkov

2. What To Do If In A Vehicle Accident While Conducting State Business

Everyone who travels on state business should have Std. Form 269 "Accident
Identification" so that they obtain all needed information while at the scene and also
provide the other driver with the Office of Risk and Insurance Management (ORIM)



telephone number and address.   If you are driving your personal vehicle you will
also need to contact your own insurance company.  Std. Form 270 "Vehicle Accident
Report" must also be completed and sent to Cindy Francisco, Safety Coordinator
within 24 hours.

3. What You Can Do to When Your Vehicle Breaks Down

Learn what you can do to when your vehicle breaks down by reading the attached
document.  Always report vehicle problems when you return a state or rental vehicle.

Document your meeting by using Form HS-1 "Safety Meeting Report" which I have
attached for your convenience.  This can also be used, if you choose, to route the
information to each employee.  This record should be kept in your files for one year.

Attachment

cc:  Administrative Liaisons






